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Town of Grafton
Recreat 01 Department

30 Providence Road
Graft n M 01519

IC ( u 83v . ax 508) Th79 ?s

Recreation Department Office Manager

The fown of Gra on eeks dynamic appi cant to fill an office a anager position in the
Recreation Department

F ssential dutie Rcsponsible fo thc pro on of a wide rang° of administrative and
lerical dutie ding answenng the department’s telephone gr c i ig tfe pub ic at a

counter receipt a d d stnbution of depa t ncr a ad maintenance of a filing system and
narcia1rec rds

Ircumbent is e p i iblc for tie follov ing ) Registcring pardcipants in department
ponsored progra n and activities ) Supolies vendors with clas’ lists and special

medical information egarding orogram par’ c pants 3) Maintains if department s web
page 4) Prepar”s and designs departmer t r arketing matenals includi ig flyers letters,
brochures, reg trat n forms etc 5) Moni o the on linc payment system download and

ant registratio form nd files for deposit ie owr reasurer/Cc le t r s off cc.

Knoighgç Kno v cdg of tcchnology nd d ng but not imited o o lice software (word
processing and spread sheet applicatio is dcpartment operati nal software, and the
Internet ir support of the a aintenance f c coartment records and other department
operations Knowledg of genera bookkeef ng oractices

Abilities: Ab hty t work independent y r orde to plan and pn rt zc work, perform
multiple tasks in a deta led, organized and efficient manner Ability to deal effectively
w th disgnantled ‘uston-ier

Skills Prof cient ntten and oral coma r i ‘ation ‘kills, and good ommon sense
Proficient computer keyboarding ski ls Dc ior strated kill ir o ganizing work and
meeting work d a ic wh lc w * rg under F ore’sure of other service demand

High School d plom r equivalent on to three ( 3) years
prior work experience preferably in a nur icipal government office or an equivalent
‘ombination of educata n and expenence.

35 hour work week with occasional overtime Starting salary is $18 52 to $20. 15 DOQ
with additional benefits available.

Letters of interest and applications accepted on the Town’s websitc at yyggrftopr
jgpy/PublicDocumentsiGraftonMAW bDgjfqfjpgj &xpesti igr

The Town of G afto i i an AA/EEO emplo r


